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for Supplier/ Vendor Enlistment
 
Enlistment Period: 2026 to 2029
[bookmark: _Hlk228188705]Ref: NM/HeadOffice/LDR-2026/63, Date: 03.06.2026


Nari Maitree is a renowned pro-environment national NGO in Bangladesh, established in 1983. Since its inception, Nari Maitree  has been actively engaged in environmental conservation and sustainable development initiatives and has earned recognition from local, national, and international stakeholders, including government bodies and funding agencies, through its innovative approaches and tangible learning outcomes.

For the implementation of its activities, Nari Maitree hereby invites applications for vendor enlistment from eligible vendors, suppliers and service providers (including individual consultants and companies) under the categories mentioned below.

Interested vendors/suppliers/service providers are requested to participate by submitting the required documentation in accordance with the instructions and requirements outlined in this notice.

	Category
	Subcategory
	Description of Service

	1. General Supplier
	· General Supplies
	· Promotional items (T-Shirt, Cap, Pen, Mug, Vest, Umbrella, Bag, etc.) Campaign material.
· Gift item.
	· Dignity Kit
· Shelter
· Wash/Sanitation
· Training items
· Others (please specify

	2. Stationeries & Office Supplies
	· N/A
	· All types of office stationeries and groceries supplies
· Educational Materials 

	3. ICT
	· IT Accessories
	· Computer and   laptop
· Laptop Service
· Multifunction Printer
· Toner and cartridge
· Power equipment’s
· Mobile
· TAB and Accessories
	· ICT Accessories
· Camera
· Others (please specify)

	
	· Software, Android Apps and Website  
	· Provision of professional services for the design, development, implementation, maintenance, and support of software solutions, Android mobile applications, web applications, and organizational websites.

	
	· Advertising, Content promotion and boosting
	· Social Media Advertising and Boosting, Digital Marketing Campaigns, Display Advertising, Video Advertising, Content Promotion, Audience Targeting & Optimization, Sponsored Content & Online Promotion 

	4. Photo and Videography and Animation
	· Event Photo and Videography 
· Video Editing 
· Documentary Production 
· Promotional & Awareness Videos 
· 2D, 3D animation, explainer videos, and animated presentations.
	· Provision of professional photography and videography services for organizational events, meetings, workshops, training sessions, field activities, campaigns, documentation and 2D, 3D animation, explainer videos, and animated presentations. The vendor shall provide the necessary equipment, technical expertise, and support to ensure quality visual documentation and communication materials.

	5. Printing and publication
	· Printing
	· PVC Banner
· Leaflet printing.
· Hand note printing
· Booklet Printing
· Book Printing and Publications
· Report printing and publications
	· Others (please specify)

	6. Food/ Catering Service
	· Dry food supply cooked food supply Source from others
	· Biscuits, Cake, Drinks, etc. any other packed foods
· Bangla, Indian, Thai & Chinese cuisine
· Source from different Hotel & Restaurant

	7. Accommodation,
Hotel & Venue 
	· Accommodation and Hotel
	· Provision of accommodation, meeting rooms, conference halls, and training venues, including related facilities and support services for organizational events, workshops, meetings, and training programs.

	
	· Venue (Room conference/ training venue)
	· Provision of meeting rooms, conference halls, and training venues, including related facilities and support services for organizational events, workshops, meetings, and training programs.

	8. Medical Devices & Equipment 
	· Diagnostic, Clinical and Lab Accessories
	· Liquid Handling & Consumables, General Lab & Diagnostic Equipment, Automated Clinical Analyzers, Molecular & Pathology Tools, Cold Chain & Safety Accessories

	9. Repair and Maintenance
	· Maintenance Works  
	· AC Maintenance work
· Photocopier/Printer Maintenance work
· Mechanical Maintenance work
· Generator Maintenance work
· IPS Maintenance work
· Electric Maintenance work
· Sanitation Maintenance work
· Others, please mention

	10. Rent A Car
	· N/A
	· Provision of vehicle rental services, including cars, microbuses, vans, and other transport options, for official travel, field visits, meetings, events, and organizational activities.

	11. Air Ticketing 
	· N/A
	· Provision of domestic and international air ticket booking, reservation, issuance, rebooking, cancellation, and travel support services for official travel purposes.

	12. Online Job Portal 
	· N/A
	· Provision of online job advertisement, candidate sourcing, CV database access, and recruitment support services through web-based job portals for organizational hiring needs.

	13. Furnitures 
	· N/A
	· Supply, delivery, installation, and maintenance of office and institutional furniture, including desks, chairs, tables, cabinets, storage units, and other related furniture items for organizational use.

	14. Electric goods
	· N/A
	· Supply, delivery, installation, and maintenance of electrical goods and accessories, including lighting equipment, fans, cables, switches, power solutions, and other electrical products for organizational use.

	15. Consultancy Service
	· N/A
	· Provision of professional consultancy services to support organizational, programmatic, technical, operational, financial, research, monitoring and evaluation, human resources, communication, and capacity development needs. Services may include assessments, studies, surveys, strategy development, policy formulation, training, project design, evaluation, technical advisory support, report preparation, and other specialized consulting assignments. Consultants or consulting firms shall provide qualified expertise, analytical support, and recommendations to achieve organizational objectives and ensure quality deliverables.



a. Bidders shall attach the following to their submission documents:
· Complete of “Vendor Enlistment Application Form” (Annex-1) 
· Up to date Valid Trade License 
· Copy of NID/Passport (Owner/individual)
· TIN Certificate
· Up to date Tax Return Certificate/Acknowledgement receipt 
· VAT/BIN Certificate
· Company profile
· Related work experience certificate/purchase order 

2. Type of contract: 

Formal engagement with letter/notification between Nari Maitree and Qualified supplier/service provider/Contractor. Only qualified companies/vendors will be contacted to submit quotation for all or each of the works listed above table as per categories as and when required. 

Only potential and suitable suppliers will be enlisted for each category and NM will decided the number of enlisted vendors for each category. 

Enlistment does not provide any guarantee or exemption from competition/RFQ for award of work order.

3. Closing date and time for submissions
The deadline for receipt of bids shall be June 20, 2026 within 4.00 PM local time.

4. Submission details:
Submissions must consist to be enclosed in plain sealed envelopes marked Expression of Interest. Tender Reference: NM/HeadOffice/LDR-2026/63, Date: 03.06.2026

 All submissions must either be delivered by hand or sent by registered mail so as to reach the office of 

Hardcopy to be submitted in Nari Maitree Head Office:

· Please write clearly the Category for enlistment on the envelope
· Drop in the application in the Vendor Enlistment Box – kept in Nari Maitree, Head Office

Address:
NARI MAITREE
133/A & B, West Agargaon 
Sher-E-Bangla Nagar, Dhaka-1207


5. Eligibility and Qualification Requirement
a) A bidder shall be legally established as a single entity. 
b) Bidders, has to submit the offer/proposal within the deadline June 20, 2026 at 4.00 PM. Bid documents submitted after the deadline, will not be accepted. 
c) The bidder as a single or real entity must be established and working in line with the applicable laws and regulations at least for the last 3 years.
 
6. Timetable for provision
The pre-qualification/enlistment will be for 36 months.  

7. Language of offers
Bids and accompanying documentation can be in English or Bengali. Documentation in English is encouraged.

8. Period of validity of offers
All profile shall remain valid for a period of at least three (3) years after the deadline for submission.  However, qualified vendor must need to re-submit update legal documents in case of expire of submitted documents.    

9. Currency
The prices will be quoted in BDT when qualified vendor will be quoted against Nari Maitree RFQ/RFP or any other call for interest of Expression.

10. General Conditions
The interested vendors shall comply the following terms and conditions:   
I. The Pre-Qualified/enlisted vendors shall have to comply with Anti-Terrorism, Nari Maitree’s Code of Conduct, Child Safeguarding Policy, PSEA Policy, Anti-Trafficking, Anti-Money Laundering policy, Gender Policy, Safeguard Policy and Sexual Harassment policy of Nari Maitree. Compliance with these will be built in the subsequent enlistment agreement.
II. Pre-Qualification/Enlisted firm(s)/supplier(s) must follow the legal laws, labor laws and child labor laws and any other laws and compliances of the country.  
III. Pre-Qualification/Enlistment does not mean that tender will be limited within the enlisted vendors only. However, it will be ensured that whenever such tender is invited in the notice board/email/newspaper/internet, the enlisted suppliers of that particular group may receiving the notification via e-mail.
IV. The firm (s) should have mobile/land phone and e-mail connectivity. Mobile and active email address is essential. Official email address and website will carry value, and it may be considered while ranking vendors
V. All Category/ sub category includes related repair, maintenance, spare parts, re-fill and other related services. i.e. Vendor enlisted under IT equipment category will be eligible to repair, maintenance, servicing, supply of spare, related operating software etc.
VI. In case of any dispute between the firm and the Nari Maitree regarding the enlistment procedures/contract, the decision of the management of Nari Maitree will be final.
VII. Nari Maitree seeks to purchase goods and services which: 
1. Are produced and delivered under conditions that do not involve the abuse or exploitation of any persons.
1. Have the least negative impact on the environment
VIII. The Code of Conduct to which Nari Maitree expects all of its suppliers to respect is as per the points listed below.  These points should be listed on all Nari Maitree   Request for Quotation Forms, Purchase Orders, Contracts and Tender Dossiers.
1. Employment is freely chosen.
1. The rights of staff to freedom of association and to collective bargaining are respected.
1. Working conditions are safe and hygienic.
1. No exploitation of children is tolerated. 
1. Wages paid are adequate to cover the cost of a reasonable living.
1. Working hours are not excessive.
1. No discrimination is practiced.
1. Regular employment is provided.
1. No harsh or inhumane treatment of staff is tolerated.
1. No engage with smuggling/trafficking and any other illegal activates 
1. Adhere to national/international rules and regulation 

IX. Environmental Standards
Suppliers should as a minimum, comply with all statutory and other legal requirements relating to environmental impacts of their business. Areas which should be considered are:
· Waste Management. 
· Packaging and Paper 
· Conservation 
· Energy Use 
· Sustainability 

Please include Company Registration Certificate, Licence and relevant documents which demonstrate the experience of your company.

11. Content of Submission:
Your submission must include the following documentation so please use the list below as a ‘Checklist’ for you submission before submitting to Nari Maitree

	Mandatory documents to be submitted for administrative check (If any bidders don’t submit following document, they won’t be considered for next evaluation process): 

	Documents
	Checkbox

	· Up to date Valid Trade License
	☐
	· TIN Certificate
	☐
	· Up to date Tax Return Certificate/Acknowledgement receipt
	☐
	· VAT/BIN Certificate
	☐






	Descriptions of the documentation requested (Additional but required to submit)

	EOI including as below: -please tick mark as per your submission 

	Documents details
	Check box

	Annex-1: Bidder/Supplier Registration Form  
	☐
	Annex-2: Supplier /Service Provider Application (Vendor profile) Form
	☐


12. Evaluation of Submissions 

The Tender Evaluation Committee will evaluate and compare the bids in the following manner:

· First step i.e., Admin Check (Pass/ fail): All the basic legal documents mention in the instructions will be required to be submitted by the bidders for administrative evaluation. Failure to submit any valid documents, will not be considered in Technical Evaluation Process. 

· Second step i.e., Technical Evaluation – score is 50: Suppliers are required to submit a full technical proposal, with all information mention in the technical. Proposals will be screened based on technical information of technical information sheets with evidential documents. 

	Criteria and Scoring: Total Score - 50 Points

	Criteria
	Details Technical Evaluation Criteria 
	Score

	Company profile
	Supplier/service provider has to submit a company profile/brochure. If the profile match with similar category, then get the score. 
	15

	Client Reference Information
	At least two (2) client reference information (email and contact details) of successful order/contract completed by your company/organization
	10

	Relevant experience
	Supplier has to submit at least 03 relevant previous experience documents (purchase order/ work order/ Agreement) of last three years from multinational company/NGO/INGO/UN/Govt. etc. 
Score: Each PO/Contract/agreement will get score 05 points. 
	15

	Financial capacity
	Supplier has to submit bank solvency certificate/last one year bank statement needed to submit. Submitted proven documents will get score 10 points. 
	10

	Total Points
	50



13. Clarification meeting/site visit:

Should any bidder need clarification on any issue to the submission they can call the Phone: +880 1718-130600 or +8801816-601183 quoting the call for expression of interest reference number: NM/VE/TWL/Cox’s/2026/01 in the subject line.  Nari Maitree may require a site visit to a tenderer’s offices or sites, this will be communicated to the tenderer in writing in advance of at least 3 days prior to the visit.

14. Cancellation of the tender procedure 
Nari Maitree reserves the right to change or cancel this Call for Expression of Interest (Supplier Enlistment) process. Nari Maitree also reserves the right to require compliance with additional conditions as and when evaluating or selecting vendor. Condition for cancellation may include matters such as non-receipt of requirement of documents or other essential criteria.


15. Data protection 
(a)  Evaluation committee guarantees that all procurement activities are fully and transparently documented for internal or donor audit purposes. Evaluation Committee guarantees confidentiality of the procurement process.’

(b)  Please note that Nari Maitree strictly prohibits any commission and/or favour to its staff and implementing partners. If it is revealed that this submission has been interfered with by any member of Nari Maitree staff and/or partner staff it will be void.

(c)  We seek to guarantee the transparency and accountability of this process. All cases of commission and/or favours requested in relation to a submission should be immediately reported to the Executive Director.

Absence of any information / documents may cause the rejection of any application. Moreover, Nari Maitree   reserves the right to accept or reject any or whole application without assigning any reason, whatsoever. Nari Maitree will not cover and/or will not accept any expenses in connection with the preparation or submission.
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